DFRC TRAVEL MANAGER VERSION 8.0 APPROVER MANUAL DOCUMENT SUMMARY BY TRAVELER

TM-4 APPROVER COURSE

USING NASA’S TRAVEL MANAGER SYSTEM

DOCUMENT SUMMARY BY TRAVELER REPORT

This document covers the steps to view the document summary report by Traveler.
The report may be selected for authorizations, vouchers, or local vouchers.

The report includes the Traveler’s name, document name, total expenses, amount claimed,
advance applied, net amount, departure date, number of travel days, and total trip expenses.

To view the accounting data and location click the “Detail Report” box on the selection criteria
page. Detail report for local voucher does not include location.

Title information includes the selection criteria: Traveler’s SSN and org code, document status,
and date range.

DISCLAIMER

Reports will continue to be available from the existing Financial System. If Travel Manager
reports are utilized please be aware that summary totals may be inaccurate.
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A. SUMMARY BY TRAVELER REPORT

1. Click the Reports link on the Tab Menu Toolbar at the top of the page.

 Document Preparation

Andy Traveler
Traveler:

[» Create a Mew Document
[» Open Existing Document
[ Review Documents

[» Delete Documents

[+ Copy Dacument

[ Impart Dacuments

2. The Report Setup page will be displayed.

powered by .‘_,-':,\_
Galco "% e ———=_/_Gelco
Infarmation Network’ Tratel Méanagers.0

Ardministrative Setiin

Andy Traveler
[+ REFORT SETUP

[ Document Summany
[ Trawel Ledger

[* Accounting Summani
[» Signature Certitication
[» PHI Certificats List

[> Custem Reports

3. Click the Document Summary link on the Document Processing Toolbar on the left side
of the page. The Report Setup page will be redisplayed with a list of five selections to
view the Document Summary report.
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— _"? Gelco
Travel Manager®8.0

Arlministrative Setiin

[» REFORT SETUF

[» Document Summary
» Travelar
= Accounting Code

= Travel Authorization
Mumber
= Location

= Trip Purpose
[ Travel Ledger

[» Accounting Summane
[» Signature Cedification
[» Pkl Cerdificate List

[> Custom Reports

4. Click the Traveler link under the Document Summary link, on the Document Processing
Toolbar on the left side of the page, as the type of Document Summary report desired.

5. The Document Summary Report by Traveler page will be displayed.

g —"? Gelco
Travel Manager*s.0

Addministrative Sehin
User:
Document Summary Report by Traveler
Andy Traveler Quick Tip For this page you can:
Selact 2 documant type and othersearch criteria. To view or print this raport, click Preview. e
[» REFORT SETUP Freview |Report
[ Doemert Summmary Document Type [Authorization <] 55N Lookup [ for employes
Start Date =
¥ Traveler ke | Closa | this Soreen
= Accounting Code End Date |—
[mmiddipy)
« Travel Authorization e
el izl Security No |
+ Location
Organization Iza - I

« Trip Purpose
[ Travel Ledger Sfatusl j'
[ Accounting Summany ™ Detail Report
[ Signature Ceification
|> PKI Certificate List
[ Custem Reports

6. The Document Type defaults to Authorization. Voucher or Local Voucher could also be
selected from the pull down list.

7. Select Authorization from the pull down list.

8. Enter the Start and End Date range.

a. Start Date is the earliest departure date to include on the report.
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b. End Date is the latest departure date to include on the report.

NOTE

Leaving Start and End date fields blank will cause the default dates to be used. The default start
date is January 01, 1980, and the default end date is December 31, 2049.

9. Enter the Social Security Number of the desired Traveler or select it from the list by

clicking the __sshLeskue | button in the ‘For this Document you can:’ area in the top right
of the page.

10. Leave the Organization field blank when selecting the report for a specific Traveler.

11. Leave the Status blank. Leaving this field blank indicates that all status codes should be
included on the report.

12. Check the Detail Report check box. Selecting the Detail Report will include the
accounting classification codes and travel locations on the report.

powwered by /%
o
Informatior Nefwark”

— —f—".j Gelco
Travet Marager*s.0

" Administrative Setiin

User:

Document Summary Report by Traveler

Andy Travaler Quick Tip For this page you can:
Select 3 document type and othersearch criteria. To view or print this report, click Preview.
[> REFORT SETUP Praviaw lRaport
[ Document Summary Documernt Type IAuthonzation - I SSN Lookup | foremployee
Start Date
} Traveler ot et [o1710mz Close |this Sereen
= Accounting Code %::JE;tel I‘“—_Dﬁmm
« Travel Autharization T
Mumber Social Security No I
= Location
Organization | 24 -
= Trip Purpose
[ Travel Ledger Status | =]
[ Accounting Summany r Detail Report

[» Sianature Cedification

[# PKI Cerificate List

[» Custom Reports

13. Click the _Preview | Report button in the ‘For this Document you can:’ area in the top
right of the page.

14. The Authorization Summary by Traveler report will be displayed in a new browser
window.
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a&f 0z 0z futhorization Summary by Traveler Fagas: 1
Organization: Za-ad Trawelaer(=) Selactad: [&11]
Status: [All] From: 0171072008 To: 05172002
Information for: TRAVELEER. ANDY
Total Armonnt Advance Het
Document FName Expenses Claimed Zppliezd Amnount
E£4-AA01100ZAT 13250 13250 o.oo 13250
Trip 1
Departure Date: 0110/ 200z
Trawel Days: 1
Total Trip Expenses: 132_50
24-AA0Z110ZAT §l9.50 §13.50 0.an0 Gl9.50
Trip 1
Departure Date: 0z 11/ z00z
Trawel Days: Z
Total Trip Expenses: §19.50
Z£4-AA03070ZAT 1,051.00 1,051.00 o.oo 1,051.00
Trip 1
Departure Date: gl oS Zonz
Trawel Days: 2
Total Trip Expenses: 1,051 00
24-AA051202AT 1.130.00 1.190.00 0.an0 1.130.00
Trip 1
Departure Date: 05f 13/ 200z
Trawel Days: 3
Teotal Trip Esxpenses: 1.190.00
Total=s For: TRAVELEE., ANDY
Total Trawel Days: 1000 2,252.00 2,252.00 o.oo 2,E252.00
Organisation Total= far: E4-Ak
Total Trawel Days: 1000 2,E54.00 2,252.00 0._00 2,E54.00
Beport Totals -—-----—--—--—-----
Total Trawel Days: lo.00 F.E52.00 2.E254.00 0.an0 F,E52.00

Example of an Authorization Summary by Traveler with Detail

08/02/02 TM-4, V1.1 Page 6



DFRC TRAVEL MANAGER VERSION 8.0 APPROVER MANUAL DOCUMENT SUMMARY BY TRAVELER

ogf 0z 0E foucher Burmary by Trawveler Page: 1

2q4-AR [&11)

a5/ 17/ zo0g

Trawvelar(=] Salacted:
o0l 1o/ zo0g Tao:

Organisation:
Statu=: [&all) From:

Infoermation for: TRAVELER, &NDY
Total
Expenszes

Document Hame

Z4-AA021102AT §19_30

Trip 1
Departure Date: 0gf 11 Eong
Trawzl Days: Z
Teotal Trip Expenses: §19.50

Total= For: TEAVELEF., ANDY

Total Trawvel Days: Z.00 §19_350 §19._50 o.oo §19._50

Z4-Aa
£.00

Organisation Totals for:

Total Trawvel Days: §l3.30 §19.50 0.00 §19.50

Beport Totals

Totzal Travel Days: Z. 51950 S19.50 o.00 §12.50

Example of a Voucher Summary by Traveler

as/ 0z 0z Woucher Summary by Traweler Page: 1

Zd-AR [&11)

a5/ 17/ z00E

Trawveler(=) Selacted:
o0l 1o/ 200z Tao:

Organisation:
Statu=: [&all) From:
Information for: TEAUELEER., ANDT

Total Ariourt

Expenzes Claimed

Document: Hame

Z3-AR0Z110ZAT §19._50

Trip 1
Departure Date:
Trawzl Days:
Total Trip Expenzes:

Locations:
JOHHIOW SFACE CTE.TX

Classifications:
$139.50

Tetals For: TEAVELEER,. ANDY

Total Trawel Days: oo
ig-Rh
oo

Organization Totals for:
Total Trawel Days:

Report Totals -------------oo--
Total Trawel Days: i,

0zf 11 2008
z
§17.50

E4-ARE-03E00000 - 03F00000, 0§, LI GH.E4.8.6 00 A3 000 --

1450 1450

1450

1450

19,50 19.50

S0

S0

Lo

1450

1450

19,50

Example of a Voucher Summary by Traveler with Details
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15. Print using the browser print button.

16. Close the browser window when finished viewing the report.
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